DIALING INSTRUCTIONS AND TELEPHONE FEATURES

NEC 2400 SERIES E MULTILINE TELEPHONES

PLACING AN EXTERNAL  CALL
Local:  dial 9 + number
 

Long Distance: dial 9 + 1 + area code + number

PLACING AN INTERNAL CALL
Simply dial the extension number.  The college has three types of extensions.  

1) DID (Direct Inward Dial) are 6xxx extensions.  This means that a person from off campus can dial your extension with 232 in front of it and reach your desk phone directly without operator intervention.

2) Internal extensions are 2xxxx extensions.  This means that a person from off campus must dial the main switchboard at 232-6000 and ask to be transferred to that extension, or if they receive a greeting they can dial the extension at any time and they will be transferred to that extension.

3) Student Residence Halls are 4xxx and 8xxx extensions.  You no longer need to dial an access code, simply dial the four-digit extension.

HOLD

 To place a caller on hold, press the hold key.   To retrieve the call, press the flashing green light.

TRANSFER

The transfer feature allows you to transfer a caller to another on campus extension.  Press the transfer key, dial the extension, announce the call and hang up.

Note:  If the extension is busy or the person does not want to take the call, press the transfer key to get back to the original caller.

CONFERENCE/THREE WAY

To create a conference call, with the first person on the line, press the transfer key, dial the second person and press the Conf key.  Now a 3-way call is established.  If you need a conference call with 4-8 parties, it requires use of a Conference Bridge and you must schedule it with the Bryant College Switchboard Operator by dialing “0”.  Please give as much advance notice as possible since there are only two Conference Bridges available.

TO FORWARD ALL CALLS

To forward all your calls to another extension, obtain dial tone, then press the Fwd key and dial the extension you want to send your calls to.  You will hear a confirmation tone from the system (a steady high pitch tone) and then hang up.  A red light will come on under “Fwd”.

To cancel forwarding, obtain dial tone and press the Fwd key.  Wait for a confirmation tone from the system (a steady high pitch tone) and hang up. The red light will go out when forwarding is cancelled.
CALL PICK-UP

To retrieve another ringing phone within your pick up group, obtain dial tone and press the Pick key.  You have now retrieved the call.

UP & DOWN ARROWS
This key can be used in four different ways:

1) Display Contrast - While the telephone is idle this key can lighten or darken your display contrast.

2) Permanent Receiver Volume - You can permanently set the volume you hear from the receiver or speaker.  Obtain dial tone and adjust the volume and then hang up.  The volume is permanently set.

3) Temporary Receiver Volume - You can temporarily adjust the volume you hear from the receiver or speaker during a specific call.  When you hang up the volume will revert back to your permanent setting.

4) Ringing Volume – While the phone is ringing, use this key to determine the volume of the ringing.

ONE TOUCH SPEED DIAL

Any blank key on your phone is a One Touch key which may be programmed as a speed dial key.  To program, do not obtain dial tone, press the Feature key and then press the desired One Touch key.  Dial the number you wish to store (be sure to include 9 & area code if necessary) and press the Feature key again to set.

TO DIAL:  Simply press the programmed One Touch key.

VOICE CALL

To create a voice call when dialing another multi-line extension, lift the handset…dial an extension and press the Voice key.  The ring back heard through the receiver will stop and chimes will be heard over the speaker of the called parties phone.  Speak and your voice will be heard over the speaker of the dialed extension.  The person you called can either speak to you via the speakerphone option or pick up their receiver to make the call private.

LAST NUMBER REDIAL

By pressing the Redial key the last number dialed will be displayed.  You may continue pressing the Redial key until the desired number is displayed.  The system will retain the last 5 previously dialed numbers. Press the * (star key) and the number on the display is automatically redialed.

FEATURE + 3 KEY

There are four different ringing tones to choose from.  Press the Feature key and then press the 3 and you will hear one tone, continue pressing the 3 to hear all the tones.  When you hear the tone you wish to keep, press the Feature key again.

MESSAGE WAITING LIGHT

The message waiting light is in the top right hand corner of your phone.   When you have a message it will be lit a solid red.  This light also blinks when your phone rings.

SOFT KEYS – ARROW KEYS LOCATED BELOW THE DISPLAY

There are four arrow keys that point up towards the display on your telephone.  These keys offer different features depending on the status of your telephone, i.e., idle, in use, receiving a busy signal etc. 

MIC

Press the MIC soft key to turn the microphone on or off. Red lamp indicates MIC is on.  The microphone must be on during a speakerphone call.

MUTE

If you do not want the party on the other end of the call to hear something, press the Mute soft key.  Mute will flash to indicate “On” status. To deactivate Mute, press the Mute soft key again.

CB = CALL BACK

If you dial an extension and receive a busy signal, press the CB soft key. Await confirmation tone and hang up. When that extension becomes available your phone will ring.  When you lift your receiver the system will automatically dial the extension you wish to call back.

P-RLS = PRIVACY RELEASE

Even if your extension appears on someone else’s telephone, they cannot press the line appearance and hear your conversation.  If you would like to allow them to enter into your conversation, you may press the P-RLS soft key.

HELP & EXIT

If you are unfamiliar with a soft key, you may press the Help key and then the particular soft key for information about that feature.  Use the Exit Key to exit the Help program.

